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Reason for Job aid

1. Roles:

There are purchasing related processes that require agencies to
attach supplemental documentation to the requisition as an
attachment. Some examples are:

e Attaching item specifications for the bidding process;

e Attaching completed Prior Authorization forms; OR

e Attaching completed Vehicle Purchase Request forms.

This job aid will provide steps for accessing the requisition
attachments through two different navigations.

Users with the Kansas Buyer, Agency Requisitioner or Central
Purchasing Administrator roles can access the requisition
attachments through the eProcurement = Manage Requisitions
path.

For those users with just the Purchasing Viewer role; a new page
has been added to SMART to access eProcurement requisition
attachments.

KPO_KS_Buyer
KPO_Agy_ Requisitioner

1.1 | Navigation:

From the Home page
in SMART, on the left
navigation menu, click
on ‘eProcurement’,
then click on ‘Manage
Requisitions’.

Enter the Business Unit and
Requisition ID. Clear the
date in the ‘Date From’ field
and select the ‘Search’
button:

KPO_Cen_Purchasing Admin

Manage Requisitions
= Search Requisitions

To locate requisitions,

d click the Search button
Business Unit: Requisition Name:

Requisition ID: Request Status: All but Complete =
Date To: 09/16/2013 [

Entered By: Q. POID: Q

Budget Status: -
Date From:

L

Requeste]

Searcn? Clear ‘

The Requester specified has no Requisitions.

Create New Requisition Inguire Change Request Inquire Receipts Requisition Report
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1.2

Select the requisition ID
link:

Manage Requisitions
~ Search Requisitions
To locate requisitions, edit the criteria below and click the Search button.

Business Unit: Q Requisition Name:
Requisition 1D: Q Request Status:

Date From: Date To:
Q Entered By:

Clear

Requisitions
Toview the lifespan and line items for a requisition, click the Expand triangle icon: [

All but Complete = Budget Status:
09/16/2013

[ & eom: [ !

Reguester:

To edit or perform ap@ther action on a requisition, make a selection from the Action dropdown list and click Go.
Reguisition Name BU Status

40,000.00U5D Select Adion. + o

I po0o0015180  AMCAISIDS-NEW VEHICLE 04/24/2013 PO(s) Valid
Dispatched
, — ==
1.3 | Select the ‘Requisition Requisition Details
Requisition Name Requisition ID Unit Date Status Total

Schedule and Distribution’
link:

AMCIISIIDS-NEW VEHICLE 0000015180 04/24i2013  POI(s) Dispatched 40,000.00
Amount Qty Price Status Total

Only
1 EFY 2013-2013 CHEVROLET TRAV.. Sourcing Complete N

} PO Information

Source Status

Line Item Description

1.0000 Each  40,000.00000 USD  Approved 40,0000

PO's have been created for this Requisition. To view the PO details for a specific Requisition line
€  clickthe triangle on the PO Details bar. Ifthere is no PO Details bar then that Requisition line

does not have a PO created for it yet. “(
Return to Manage R R Schedule and Distribul

1.4

Select the Paper Clip icon
beside the line description:

NOTE: There are NO
attachments on the
requisition if the paper clip
icon is not displayed.

Requisition Schedule and Distribution

Business Unit: Requisition 10: Total Amaunt: 40,000 00 usD
Requester: ReqName: AMCUSIDSNEW  Status: PO(s) Date: 047242013
VEHICLE Dispatchad

4 Quantity: 10000 UOM: EA

Price: 40,000.00000 USD

1 shipTo: Due: Attontion: Angela M. Courtney
Quantity. 10000 Price: 40,000 00000 Amount: 40,000 00 UsD

PCBuUsURR  Project

Pracessed

Retum to Previous Page  Return o Manage Requisions

15

Select the ‘View’ button:

NOTE: If you have difficulty
opening the document try
holding the ‘Ctrl’ key down
on your key board while you
select the ‘View’ button on
the web page.

Attachments
Business Unit:
Requisition ID:

Line Number: 1

Requisition ID

0000015180 1 Traverse_Specifications.doc
0000015180 1 1 traversespecifications2.pdf Viewl
0000015180 1 2 vehiclepurchaserequestform1.xls

Wi ewl

Return |
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2.1

Navigation:

From the Home page

in SMART, on the left
navigation menu, click

on ‘Purchasing,

then click on ‘Requisitions’,
then click on ‘Review
Requisition Information’,
then click on ‘eProcurement
Attachments’.

Enter the Business Unit and
Requisition ID. Select the
‘Search’ button:

| KPO_Agy_Purchasing_Viewer

GMART

= Purchasing
= Reguisitions
[» Reconcile Requisitions
« Review Reqguisition
Information
= Reaquisitions
= Accounting Entries
= Waorkbench
= Document Status
= Change History
- EE Journal Entries
= eProcurement
Attachments
[» Reports

= Approve Amounts

Find an Existing Value

~ AddiUpdate Requisitions | =

— Approve ChariFields

eProcurement Attachments
Enter any information you have and click Search. Leave fields blank for a list of all values

Business Unit: = ~ 17300 Q
Requ\smzm: begins with ~ (0000011709

Search | Clear |Eas|ESeamh B save Search Criteria

2.2

Select the ‘View’ button:

NOTE: If you have difficulty
opening the document try
holding the ‘Ctrl’ key down
on your key board while you
select the ‘View’ button on
the web page.

Attachments

Requisition ID

0000011709
0000011709
0000011709

0000011709

eProcurement Attachments

Business Unit: 17300
Requisition ID: 0000011709

Ling |Aftachment|, . hed File
Number
c

4L Return to Search | [=] Notify |

First [ 14 ora (M Last

Customize | Find A B

62900_Speedcharts_associated_to_PCards xlsx

1 1 Bid_Event_Line_Test_Document.docx View
1 2 Contract_Line_Test_Document.docx View
2 scenario-1-3—is-po-a-_quantity_-po.pdf
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